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All documents must be submitted through 
the Prime Contractor:

Sub-contractor Sub-contractor

Prime Contractor

SFB

DOCUMENT FLOW



There is one initial document that MUST be submitted 
for each prime contractor:

Labor Standards & 
Certification Form

No payroll submissions can be accepted until this 
document (completed and accurate) is on file.

INITIAL DOCUMENTS FOR PRIME CONTRACTORS



There are two initial documents that MUST be 
submitted for each sub-contractor:

Labor Standards & 
Certification Form

Statement & 
Acknowledgment

(SF 1413)

No payroll submissions can be accepted until these 
documents (completed and accurate) are on file.

INITIAL DOCUMENTS FOR SUBCONTRACTORS



Once the initial document(s) are on file, you may 
make a certified payroll submission.

Authorization for 
Deduction Forms

(when applicable)

Fringe Benefit 
Forms

(when applicable)

U.S. Dept. of Labor 
Payroll Form

(WH-347)

Payroll submissions must include the following:

All documents must be originals with wet ink signatures.  
Emails and faxes cannot be accepted.

CERTIFIED PAYROLL



REQUIRED DOCUMENT: Labor Standards

Certification Form
Page 1

Contract # for Energy 
Efficiency and Solar Projects

Contracted firm’s information

General project information



REQUIRED DOCUMENT: Labor Standards

Certification Form
Page 2

A company official must designate 
an “appointee” to supervise the 
payment of employees and sign 
payroll submissions.

Appointee’s name

SIGNATURE REQUIRED: Company Official*

*Signature must be notarized (signature 
and stamp)

SIGNATURE REQUIRED: Designated appointee*

*Signature must be notarized (signature and 
stamp)



REQUIRED DOCUMENT
FOR ALL SUBCONTRACTORS:

Statement and Acknowledgment

(SF1413)

Part I: Statement of Prime Contractor
The prime contractor completes this 
section.

SIGNATURE & DATE REQUIRED

Part II: Acknowledgment of Subcontractor
The sub completes this section.

SIGNATURE & DATE REQUIRED



REQUIRED DOCUMENT: Fringe Benefits Form

Plan information
One plan/fringe benefit per sheet

This form must be completed for each 
fringe benefit received by employees 
working on the project in order to 
calculate employee total compensation.

Employee information
Multiple employees may be listed

SIGNATURE REQUIRED:  
Company Representative



REQUIRED DOCUMENT: Authorization for Deductions

This form must be completed for each 
employee who has deductions from their 
paycheck other than state and federal 
taxes.  List only one employee per form.

List each deduction.  Include the 
duration/frequency of the 
deduction, i.e. hourly, weekly or 
monthly.

SIGNATURE REQUIRED: 
Employee representative

SIGNATURE REQUIRED: 
Employee



REQUIRED DOCUMENT: U.S. Dept. of Labor Payroll Form 
WH-347

A separate payroll form is 
required for each different job 
site location.  List the specific 
street address here.  

Ensure that all contractor, 
employee, wage and 
deduction information is 
included and accurate.  
Incomplete and/or 
inaccurate information will 
require a re-submission.

- Front -



REQUIRED DOCUMENT:
U.S. Dept. of Labor Payroll Form 

WH-347 

The signatory party is the 
“designated appointee” 
identified on the Labor 
Standards & Certification

- Back -

The signer must be the 
“designated appointee” on 
the Labor Standards & 
Certification Form.

SIGNATURE REQUIRED



IMPORTANT
General things to remember

 All documents must be submitted through the Prime Contractor.  Subs should 
not submit to the SFB directly.  Prime Contractors are responsible for 
reviewing the documentation for completeness and accuracy before 
forwarding to the SFB.

 All documents must be originals with wet-ink signatures.  Faxes and emails 
cannot be accepted.

 Complete and accurate “Initial” document(s) must be on file before certified 
payrolls can be accepted.

 Do not submit documentation that is incomplete.  If a signature or other vital 
information is missing, it is considered invalid and you will have to resubmit.

 Submit in a timely manner to avoid delays.



For Prime Contractors

• Submit a job schedule and subcontractor list as soon as they are available.  

• Identify a Davis-Bacon contact person for the project.  Provide this 
information to the SFB.

• Complete the “Initial” form (Labor Standards Certification) immediately.  This 
will clear the way for the submission of certified payrolls.

• Communicate with your subs.  Identify the individual(s) responsible for 
completing Davis-Bacon paperwork for each subcontractor.  Create a process 
for the flow of documents from the subs to you, and from you to the SFB.  
Share this process with the subs and be clear about expectations for follow-
through.

To maximize Davis-Bacon certified payroll submission efficiency, 
please do the following:

Following the above guidelines will help avoid unnecessary delays and limit 
repetition of work for all involved. 



Contact Heather Gamby with 
Davis-Bacon questions or concerns:

Arizona School Facilities Board
ATTN: ____________________
1700 W. Washington, Suite 230
Phoenix, AZ 85007

Mail Davis-Bacon documents and payroll 
submissions to:

Office: (602)364-4977

Email: hgamby@azsfb.gov


